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Iniicetes errroved vacancies to be fiiled in 1G4Y.

A% wresent thers are {wo Yebulstion Iroject Tlanners, G575
in this Register. On our Personnel Recuirements 0f|:|one
of these is to te eliminated,

Zke left kand column shows present sslary or sslery si wiich the
individuel in process is fo e hired.

0\Q cne ingrede prowction for those gredes
2 195 Yersonnel DRecuirements end base
over aad sbove the 1G4S srproved
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LEmOa

ffice of the (hief

Tre following incresse in rerecunel is recuested:

1 CAF-5 Administrative Aid 42, 64N, £0

This grede will be zesizned to the Office oF the Gaief of the Biogsrerhical Intell
. T £
Register gnd will : er*"om {ne following functions:

Receive and log e11 incoming materizl beloy Top Secret.

Distribute 211 meterizl % uout the Repister.
veintsin 2 log on 211 ou soing neteriel,

een &1l materiel before relezse from this Register to ingure rrorer clossifice

Scr
is indiceted.

Leintain 11 personnel records, recording lezve znd tardiress.
Compute end meirctsin Deily Time ond wechire Utilization Becords.

Cecasionslly tere dictetion vhict cen not be assimed to the stenozrerher in the

SEOCRET

; AFMFMRGIGM 2002/06/18 : CIA-RDP84-00951R000400010014-4




25X1A Approved For Release 2002/06/18 : CIA-RDP84-00951R000400010014-4

Next 4 Page(s) In Document Exempt

Approved For Release 2002/06/18 : CIA-RDP84-00951R000400010014-4



Jahﬂq, [t W} f" s

Approved For Release 2902106i€is’° LCWRDF&4 00951R000400010014-4

: 3
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$2,224.00 =

s
Inie zrede 1s to te zssimed %o the T3 E gtz . Ao = . f’\
=" = N Code Unit msking a totel of four Stetisticel
. naxing a Statis al Clers:
vithin the icel Lloeulgﬁehce Re.ister, & & b etlstical Code (lerks (/
25X1A. It e estizeied thet | ; '
: ved will zsse througn this R
’“T Iz nﬁ u.‘e “‘;I’eu )(e“.l UJ. O TITELI0 p o L 1 e& ster
S £ 106, INCYrezSing a ek :
ceer. s irg to a | peck by tae end of the followiag 25X1A
Freduciion recorls of fhie Besicbor §o0dacte o0 ci ~ 1
e; jotion = r:; e of tric Keg soor lodicele tial one clerr cen co**‘letely code chqes 25X1A
2BX1A o 2NN erefore == cleriss nre Teculred to asccoxrlish our mission,
25X1A.
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BICETHICAL

1. Zsteblishes IO¢1C"€° for tke over 211 orerstion of the Biogrerhic
Irtcllﬂsetce Register, -
2. eives ni coordinates rpcueat for biograrhic materisl.

3. Corks directly with the Chief of tre Reference Center in the

este nt of conlrols for the receirt snd dispursenent of Liosrerhic
mad

u, : Collection znd Disseninztior znd

ot e > view to over c11 covera.e znd elimin-
at overlem.

5. Directs specific stulies and resesrch rerteining to irdividuslie or
ar

£. ing of z=ps, ete.

ny intellizence
s for cctalo~1n~

Kot ot~
O e

intellis ience in

Intelligence Section ) : Index Gection
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Intellizence Section

Uffice of the Chief

icn with the Uffice of thne Chiel in re-ard o genersl

ligerce }rodect
1 s§601'l Tesesrel reports and verifies the
1 &

source.
ivecte zetnods of filing, indexing, and yrocessing of mzterisl sn
e.
ontects libreries end resezrch institutions in the United States to
zin tue thllublllt} or eny pertinent bio.rephic meteria
eps in COSUQC« \‘t“ cl_ rossiole asency sources for the collstion of

ilable lﬂfu-mrtlon ez Lecn used

d zenersl office

tnglysis Unit

Yaster File Unit
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RIGISTR
Intellizence Section
. Cffice of the {hief
Anslyeis Unig rester File Unit -

1. Eezds end znslyzes the contents of Jocuments 1. ¥iles #£11 documents ard rezorts which contzin
to determine whetner they contain sufficient current| bicgrephic maberisl.
or long renge inte 111ch.ce vzlue to justify 2. Eendles recuests for direct reference to the
incory_-ora‘cin,_;, Aith estasblished intellizence files, original source end verifies informasticn, dstes, sic.
2. TIrepsres biv 113;191‘: ge znd resesrch TELers on 5. Tyres and does clericel duties for the :‘».al._«SiS
current and long rance biogrerhiic intelligence Un it.
1rojects. %, Keeo ur to dzie and 2dds te matericl in esch
3. Ire b:es syccial reseerch reports in response file es it comes into the urit.

to ircuiri ‘ 5. .eintains a Flevoline file for the purrose of
o irensl tes for identifying docuweats zs they come in end essizning
5. Aissextles bicgrs 1 kinds & ces ber to tkhem. (Thie czse nuzber is an

to supply factuel requests for 1| identificetion nuzber and no tvo peorle nzve the
re‘:'e*r-ﬂ to other szze aumber. )

6. =sssists otier sections in the use of the E. teins o file of all epecicl end periodic
f:cilit* es offered by this unit. : rezoris wiich periain to Uiogreziic intelligence.
7. dsxe recormendeticns concerning the relis— 7. Loszn biogrephic zaterisl to othier sections of
bility end reriinence of the inforustion exd Cla, Goverf'ne“:aéencies, ni t0 non-_overnnent
sources of it. e intell: .. zeencies, (This is done under the security

6.1 Laalyze Dioi;,ra;cn_lc ‘,elll%‘ence meterizl of re.ulstions of OI4.)

other instifutions tn “TOuCub tas United Slates 8. TIremzre cerbon sterncils znd index cards for

C“F‘ order 1o deternine its T‘?temlcj“ltﬁf' the regxroduction and cross indexing of their files.
. Screen docmcrts ead regorte to leen all S. ileintein the security of =11 biozrerhic
roseitle irtellicence fecte for the yrerzration intelli ence =-tericl within CIA.

of research projects end reyorts. 0. TIrerere new folders for new individusls,
10, ¥ec? out otrolete melerisl fron treir filee.

Teze 11
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. Index 3ection

Office of the Chief

1. ‘“lorks in corjunction with the Cffice of tre Chief in regard to _enerzl

2. Directs metrods of coding, wachine orerstions and over =11 Frocessing

3. Coordinstes with tae Tntell gence Control Section for the rurroce of
'crod"“m» accurate end cosrlete 3iq. srerhic rerorts.

X, Treperes periciic stetisticsl rel,ortQ in order to determine &2TS.

5. z.n«lvz €s rrocelurel rrobleme tie control of bio,. gravoic ,.nuelllsence
s¢ far a3 anch cerd method ar coding ere corcerned,

€. Collsie witn rerresesnts vives of other Brencies in conducting
surveys for tr.e T qoqe of detersining the further use of punch cerd
metnods in ,‘\\,orﬁinc bio.reyhic intellizence.

7. Sume;,e e lachine sud Code Units at regular intervals for the purrose
cf Setersining future rersonnel rec_ui-e.nents.

€. Flens zethods of corirol in order to eliminzte overiceding code znd
‘_ccnme units,

At 2ins security for =11 Tancked carde, files znd melerial in yrocess,
%8 rrocelu res for wmcesein: srecizl eng rec‘.:rrent re*orue
cnrectwrp inclusions and e:clb-;i steps,

in
erA
oy

[an

Code Urnit
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SIOSRAYHICAL INTTLIIOMCS Fuslsy
Index 3ection
Office of the Cmef
Code Unit Zechine Unit -

1. Zsteblishes code strmcinure for 211 Eiogrevhic 1. Tunch and verify 211 material to be

Intellizence mstberial i _ aticn 0 ] included in the Biograghic munch cerd files.

besic dsta end intellizence. 2. Service the .D.LO&I"""":.-LC ranch card files

2. ZFeviews end revises 211 code structure reriodicelly throuzh e mzchine technicue.

or vwienever necessery to in..-ar, zdecuate coversge. 5. Frepa e speciel end recurrent listings

5. Colleborstes with the (lzchine Unit in determining end statisticsl reroris as direc by tie Chief
i the feesibility of mechine zdewtibili ty to proposed L. Frepere procedures snd formulste meicods
I codes. end technicues for processing recurrent s.rl
| M. Clessifies £1l materizl in sccordence vith estsblished srecia stin.s end reporte.
. codes in order tist intelligence mey be recorded on 5. Xaintsin the se urity of &
;  Tanch cerds. punch cerd files,
i B daintaine librery of entire orzanizstion file by 6. Screen by the use of IR, releted files

country for reference purposes. ) for the pu wrroce of filling existing gepe.

Z. ‘lzinteins, cn z current basis, code books inclulding 7. Terio 11y review present processing

#l1l revised coles endi othsr changes. methods with a view to incressed ef&ciency.
7. Xezinteine control of 1l meterizl received in the 8. Design cerds and forms for use in zechine
| unit eni e record of iie nunber of .documents received Trocessing.

and the nurber of individusl items coded. 3. Review coding methods for sdecuscy of

€. Tvre nev znd revised codes o be inciuded in code IZH tebulating methods.

bocks.
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